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ORIENTATION 


Things  you  MUST  KNOW  and  you  MUST  DO 

After  you  have  finished  studying  this  manual,  you  will  be  able  to: 


— explain  how  Alberta  Transportation  is  organized  Page  1 

— interpret  an  organization  chart  showing  your  position  in 

relation  to  the  Director  Page  7 

list  the  main  benefits  available  to  Transportation  employees  Page  13 

— explain  the  different  conditions  of  employment  Page  19 

— explain  what  the  code  of  conduct  and  ethics  is  Page  26 

— explain  what  is  meant  by  the  Department's  "image"  and  how 

you  can  help  improve  this  image  Page  30 

identify  and  fill  all  forms  related  to  your  work  Page  34 

— outline  the  training  opportunities  and  obligations  Page  38 


You  will  be  able  to  do  these  things  well  enough  to  meet  the  standards  of 
performance  set  by  experienced  workers. 
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ORIENTATION 


Introduction 

Welcome  to  Alberta  Transportation! 

You  have  just  joined  a team  of  highly  skilled  professionals  whose  mission  it  is  to 
provide  an  integrated  transportation  system  for  the  safe  and  efficient 
transportation  of  goods  and  people.  There  are  thousands  of  jobs  associated  with 
Transportation  activities  and  each  job  is  just  as  important  as  any  other.  The 
stores  clerk,  the  operator,  the  mechanic,  the  technologist,  the  engineer  and  the 
managers  all  work  toward  the  same  goal,  the  maintenance  and  the  upgrading  of 
Alberta's  transportation  system. 

The  Department  may  seem  complicated  at  first  but  don't  give  up;  help  is 
available.  This  manual  has  been  especially  prepared  to  help  you  find  your  way 
around.  Read  this  manual  carefully.  If  you  need  more  information,  ask  your 
supervisor,  he  can  give  you  the  answers  you  need  or  find  someone  who  can. 

It  is  impossible  to  cram  all  the  information  in  a small  manual  like  this  one;  many 
details  have  been  left  out.  You  should  go  back  to  the  original  document  if  you 
need  to  learn  more  on  a subject.  In  fact,  if  there  is  a contradiction  or  appears  to 
be  a contradiction  between  something  you  see  in  this  manual  and  an  original 
document,  you'll  have  to  consider  the  original  document  alone. 

At  Alberta  Transportation,  we  believe  that  a well  informed  employee  is  a happier 
employee;  if  there  is  anything  you  don't  understand,  ask  your  supervisor,  he'll  be 
glad  to  help. 
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HOW  THE  DEPARTMENT  WORKS 


Alberta  Transportation  is  one  of  the  biggest  provincial  departments  with  a staff  of 
more  than  3,200  salaried  employees.  It  is  important  for  you  to  know  where  you  fit 
into  this  organization. 

The  Transportation  Minister  is  the  elected  representative  who  heads  Alberta 
Transportation.  The  Minister's  Chief  Operating  Officer  is  the  Deputy  Minister 
who  oversees  the  operation  of  the  Department  with  the  help  of  four  Assistants. 
The  Assistant  Deputy  Ministers  head  the  four  divisions: 

Urban  Transportation  and  Planning 
Engineering 

Regional  Transportation. 

Administration 

URBAN  TRANSPORTATION  AND  PLANNING 

The  Urban  Transportation  and  Planning  Division  provide  many  services.  Urban 
Transportation  provide  technical  and  financial  assistance  to  cities  in  the 
development  of  comprehensive  urban  transportation  systems.  Through  Urban 
Transportation  the  government  of  Alberta  also  funds  public  transit  systems. 

The  familiar  blue  and  silver  signs  which  mark  road  and  bridge  construction 
projects  in  the  urban  areas  bear  witness  to  Alberta  Transportation's  contribution 
to  better  living  for  all  Albertans. 

Systems  Planning  provide  information  and  technical  support  to  all  Departmental 
Divisions  on  long  range  economic  and  resource  development  trends  and  traffic 
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flows.  They  make  recommendations  on  priorities  and  programs.  This  Branch  also 
provides  technical  assistance  to  smaller  urban  and  rural  municipalities. 

Operational  Planning  undertake  location  studies  to  determine  the  alignment  of 
new  highways;  they  survey  the  centre  line  on  the  ground  in  order  to  facilitate 
clearing  of  the  right  of  way  in  preparation  for  Regional  Transportation  and  Design 
Engineering  who  do  preliminary  surveys  and  detailed  designs  and  prepare  contracts 
for  construction. 

Operational  Planning  also  provide  many  services  to  other  Branches.  Such  services 
include  aerial  photos,  mosaic  plans,  contour  mapping  and  design  and  environmental 
services.  All  these  services  are  aimed  at  upgrading  and  improving  existing 
highway  facilities  to  meet  current  and  future  reguirements.  Their  area  of 
expertise  embraces  all  aspects  of  a project  from  the  very  beginning  to  the  final 
landscaping. 

ENGINEERING 

The  people  who  work  for  the  Engineering  Division  plan,  design  and  contract 
roadway  and  airport  projects;  they  also  design,  contract  and  maintain  bridges. 

The  Engineering  people  locate  and  acquire  sand  and  gravel  and  arrange  the  supply 
of  asphalt  and  other  materials  as  required  by  our  operations;  they  conduct 
research  into  the  various  products  we  use  and  develop  specifications  for  all  types 
of  construction  and  the  materials  utilized. 

You  are  most  likely  to  encounter  Engineering  Division  people  on  the  highway  doing 
pavement  evaluation  with  the  help  of  various  testing  and  metering  devices. 
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REGIONAL  TRANSPORTATION 

Regional  Transportation,  the  biggest  of  the  four  Divisions,  is  divided  into  six 
administrative  regions. 


The  six  regional  offices  are  located  as  follows: 

region  1 - Lethbridge 
region  2 - Airdrie 
region  3 - Red  Deer 
region  4 - St.  Paul 
region  3 - Barrhead 
region  6 - Peace  River 


The  regions  are  further  divided  into  districts.  There  are  two  districts  in  regions  1, 
2,  3,  and  4;  three  districts  in  region  3;  four  districts  in  region  6.  A District 
Transportation  Engineer  administers  the  district. 


The  fifteen  district  offices  are  located  as  follows: 
region  1 - Lethbridge 


region  2 

- Airdrie 

region  3 

- Red  Deer 

region  4 

- St.  Paul 

region  5 

- Barrhead 

region  6 

- Peace  River 

district 

1 

Medicine  Hat 

district 

2 

Lethbridge 

district 

3 

Hanna 

district 

4 

Calgary 

district 

5 

Stettler 

district 

6 

Red  Deer 

district 

10 

Vermilion 

district 

11 

Lac  La  Biche 

district 

7 

Edmonton 

district 

8 

Edson 

district 

9 

Athabasca 

district 

12 

High  Prairie 

district 

13 

Grande  Prairie 

district 

14 

Peace  River 

district 

15 

High  Level 

The  map  which  follows  outlines  the  regions  and  the  districts. 
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The  regions 

The  Regional  Director  coordinates  all  the  activities  in  his  region.  He  has  several 
persons  who  report  to  him. 

District  Transportation  Engineers 
Regional  Bridge  Engineer 
Regional  Safety  Coordinator 
Regional  Eguipment  Supervisor 
Regional  Office  Administrator 
Regional  Property  Services  Manager 

The  district 

The  District  Transportation  Engineer  is  responsible  for  the  construction  of  new 
facilities  and  the  maintenance  of  existing  roadways  and  other  facilities  such  as 
camp  grounds,  provincial  airports,  gravel  pits,  drainage  systems,  lighting,  etc. 

The  following  people  report  to  the  District  Transportation  Engineer: 

Project  Managers  (they  look  after  construction  projects) 

District  Operations  Engineer  (he  looks  after  the  maintenance  of  existing 
facilities) 

Project  Services  Technologist  (he  supplies  the  technical  expertise  and 
monitors  the  progress  of  different  projects) 

District  Office  Administrator 
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Where  you  fit  in 

The  organization  charts  on  the  following  pages  illustrate  the  reporting  relationship 
between  you  and  the  Regional  Director.  It  would  take  several  pages  to  cover  all 
the  people  who  work  for  Alberta  Transportation  and  you  may  not  see  your 
situation  illustrated.  If  you  can't  find  yourself  in  the  following  pages,  ask  your 
supervisor,  he  will  help  you  figure  out  where  you  fit  in. 
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Areas  of  responsibility 

As  a rule,  Alberta  Transportation  is  responsible  for  the  construction  and 
maintenance  of  bridges,  primary  highways  and  airports.  Secondary  roads  are 
mostly  the  responsibility  of  the  local  road  authority. 

In  Improvement  Districts,  Alberta  Transportation  is  the  local  road  authority  and 
handles  the  maintenance  of  local  roads  and  hamlet  streets.  You  will  soon  become 
familiar  with  the  roads  which  fall  under  the  care  of  Transportation  in  your 
district. 

Maintenance  beats 

The  primary  highways  are  divided  into  maintenance  beats.  Each  maintenance  beat 
has  a maintenance  crew  assigned  to  it;  when  you  do  work  in  your  area,  you  will 
have  to  keep  track  of  which  portion  of  the  maintenance  beat  you  are  working  on. 
Your  supervisor  will  show  you  how  to  record  your  time  and  charge  it  to  the  proper 
job  number. 

ADMINISTRATION 

The  Administration  people  handle  our  finances,  they  pay  our  bills,  purchase  and 
maintain  our  equipment  and  manage  the  various  facilities  we  use  throughout  the 
province. 

The  Administration  Division  also  provide  other  services  which  are  not  quite  as 
easy  to  see  such  as  computer  services,  personnel  management  and,  one  you  will 
quickly  learn  to  appreciate,  payroll.  Staff  development  and  training  also  come 
under  the  direction  of  the  Administration  Division. 
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SAFETY 

The  people  who  work  for  Safety  Branch  report  directly  to  the  Deputy  Minister. 
These  people  are  involved  in  Traffic  Safety  Education  and  Counselling;  Driver 
Training  School  Administration;  Vehicle  Inspection;  and  Crash  Investigation. 

Other  Safety  Branch  personnel  study  the  needs  of  the  travelling  public  and  make 
recommendations  for  the  improvement  of  highways  and  traffic  control  systems. 
Others  still  inspect  vehicles  and  equipment  to  make  sure  that  Alberta's  standards 
are  met. 

MOTOR  TRANSPORT  BOARD 

The  Motor  Transport  Board  govern  the  transportation  of  goods  and  people  by 
public  vehicles.  The  Board's  mandate,  which  covers  the  intra-provincial  and  the 
extra-provincial  public  vehicle  traffic,  is  to  promote  and  maintain  a safe,  fair  and 
competitive  motor  carrier  environment.  The  Board  reports  directly  to  the 
Minister. 

The  Motor  Transport  Branch,  which  reports  to  the  Deputy  Minister,  provide 
operational  and  administrative  support  to  assist  the  Motor  Transport  Board  in 
fulfilling  their  mandate.  The  Board,  through  the  Vehicle  Inspection  Stations,  help 
the  trucking  industry  develop  and  grow  within  a regulated  environment  through 
education  rather  than  prosecution. 

As  you  can  see,  the  Transportation  family  is  a big  one.  Your  fellow  workers  are  of 
diverse  backgrounds  and  bring  many  skills  to  the  job.  From  the  operator  to  the 
cook;  from  the  clerk  to  the  storekeeper;  from  the  engineer  to  the  mechanic  the 
contribution  and  the  dedication  of  each  employee  is  vital  to  the  smooth  operation 
of  our  Department. 

1-85-9 


- 12  - 


NOTE: 


FIELD  EMPLOYEE 


In  some  Branches  there  is  a Technical  Co-ordinator.  This  is  not  always 
the  case.  Ask  your  supervisor  for  further  information  on  the  structure 
in  your  Branch. 
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BENEFITS 


Here  is  a brief  outline  of  the  benefits  you  enjoy  as  a Transportation  employee. 
This  chapter  doesn’t  replace  the  collective  agreements.  If  there  is  or  appears  to 
be  a contradiction  between  this  manual  and  the  collective  agreements  you  will 
have  to  consult  the  collective  agreements  for  proper  interpretation. 

There  are  two  types  of  employment  at  Alberta  Transportation,  salaried  and  wage 
positions.  People  on  wages  are  hired  for  a limited  period  (usually  6 months)  while 
salaried  people  are  hired  for  an  indefinite  period  and  enjoy  all  the  benefits  usually 
accorded  public  service  employees. 


All  Alberta  Transportation  employees  are  entitled  to  certain  benefits  besides  their 
regular  pay.  In  the  case  of  employees  on  wages,  these  benefits  are  turned  into  a 
supplement  which  is  added  to  the  regular  pay  cheque.  Salaried  employees  or 
employees  on  probation  are  entitled  to  the  following  benefits. 


ANNUAL  VACATION 

A salaried  employee  who  has  completed 
12  months  of  employment  based  on  a 
calendar  year,  is  entitled  to  13  days  of 
annual  leave.  An  employee  on  wages 
receives  an  extra  percentage  of  the 
regular  time. 
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PAID  HOLIDAYS 


All  salaried  employees  are  entitled  to  12  paid  holidays  during  the  year. 


holidays  are: 

New  Year's  Day 
Good  Friday 
Easter  Monday 
Victoria  Day 


Canada  Day 
Civic  Holiday 
Labour  Day 
Thanksgiving  Day 


Remembrance  Day 
Christmas  Day 
Boxing  Day 
Christmas  Floater 


The 


CASUAL  ILLNESS  LEAVE 

Casual  illness  leave  refers  to  periods  of  three  days  or  less  when  you  are  absent 
from  work  because  you  are  sick.  Salaried  employees  may  use  up  to  10  of  those 
days  for  each  anniversary  year  when  it  is  necessary. 


GENERAL  ILLNESS  LEAVE 


General  illness  leave  refers  to  a period 
of  more  than  three  days  but  less  than  80 
days  when  you  are  absent  from  work 
because  of  illness.  As  a salaried 
employee,  you  may  take  such  leave  and 
receive  some  salary  during  that  period. 
The  rate  of  pay  depends  on  how  long  you 
have  been  working  with  the 
government.  Employees  will  be  asked  to 
submit  proof  of  illness. 
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DENTAL  PLAN 

A dental  plan  is  available  to  salaried 
employees  with  at  least  12  full  months  of 
service  with  Alberta  Transportation  or 
other  Government  Departments.  This 
dental  plan  is  funded  by  the  employer. 
The  plan  doesn’t  cover  all  of  the  dental 
expenses;  consult  your  supervisor  for 
further  details. 

SPECIAL  LEAVE 

There  are  several  situations  where  as 
salaried  employees  you  may  be  granted 
leave  without  loss  of  pay.  Here  are  some 
examples:  bereavement,  moving 

household  effects;  disaster  conditions, 
etc. 


MOVIN 
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MATERNITY  LEAVE 

A salaried  employee  with  12  full  months  of  full-time  service  may  be  granted 
maternity  leave  without  pay  provided  she  applies  for  it  three  months  prior  to  the 
start  of  that  leave.  The  employee  will  go  back  to  her  former  position  or  a similar 
position  upon  her  return  to  work.  Some  project  positions  may  not  be  eligible  for 
this  benefit. 

LEAVE  WITHOUT  PAY 

If  the  situation  and  the  supervisor  allow  it,  the  employee  may  be  allowed  to  take 
time  off  work  without  pay  and  he  will  go  back  to  his  former  job  when  he  returns. 

LONG-TERM  DISABILITY  INCOME 

Alberta  Transportation  salaried  employees  are  protected  against  accident  or 
illnesses  which  could  sideline  them  for  several  months.  Employees  may  be  paid  as 
much  as  70%  of  their  salary.  This  plan  is  entirely  financed  by  the  employer. 

WORKERS  COMPENSATION 

If  you  are  injured  on  the  job  and  have  to  stay  off  work  you  will  be  paid 
compensation  for  80  days.  Compensation  is  100%  of  the  salary. 

PUBLIC  SERVICE  PENSION  FUND 

All  salaried  Transportation  employees  participate  in  a pension  plan  which  gives 
retirement  benefits.  There  are  also  death  benefits  to  the  surviving  spouse  tied  in 
with  this  plan. 
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ALBERTA  HEALTH  CARE 

The  employer  pays  one  half  the  cost  of  the  Alberta  Health  Care  Insurance  Plan  for 
salaried  employees. 

GROUP  LIFE  INSURANCE 

All  salaried  Transportation  employees  participate  in  a group  life  insurance  plan. 
This  insurance  includes  death  benefits  of  up  to  $100,000  and  various  other  clauses 
concerning  dependants  and  dismemberment.  There  are  several  options  available 
and  the  employer  pays  for  50%  of  the  cost  of  this  plan. 

ALBERTA  BLUE  CROSS 

This  plan  covers  such  costs  as 

prescriptions,  ambulance,  chiropractors, 
foot  specialists,  rentals  of  wheelchairs, 
home  nursing  etc.  Participation  is 

optional  and  the  employer  pays  for  50% 
of  the  salaried  employee's  Blue  Cross 
Premium. 


UNIFORMS  AND  CLOTHING 

In  positions  where  it  has  been  decided  that  coveralls,  uniforms  or  smocks  have  to 
be  worn  to  protect  the  employees  clothing,  these  items  will  be  provided  by  the 
employer. 
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The  employer  will  also  supply  the  protective  clothing  and  equipment  as  required 
by  the  Occupational  Health  and  Safety  Act. 

Employees  who  have  to  wear  safety  boots  on  the  job  are  entitled  to  a partial 
contribution  by  the  employer  toward  the  purchase  of  such  footwear.  This 
contribution  and  the  method  of  repayment  differ  between  the  various  subsidiary 
agreements,  ask  your  supervisor  what  the  situation  is  where  you  work. 

Information  concerning  all  these  benefits  is  available  through  your  supervisor.  He 
has  (or  can  get  his  hands  on)  brochures  which  give  you  more  details  on  the  various 
benefits.  If  your  supervisor  can't  help  you,  he  will  refer  you  to  someone  who  can. 
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CONDITIONS  OF  EMPLOYMENT 


Probation 

All  new  employees  working  in  a salaried  position  must  serve  a period  of 
probation.  The  performance  of  the  employee  is  appraised  during  this  probation  in 
order  to  determine  if  he/she  is  suited  for  the  job.  If  the  supervisor  finds  that  the 
performance  of  an  employee  is  satisfactory,  he  will  recommend  that  the  employee 
be  granted  permanent  status.  During  this  period  of  probation,  the  employee 
enjoys  all  the  benefits  of  a salaried  employee.  Probation  may  last  6 or  12  months 
depending  on  the  job  and  the  employee. 

Wages 

Employees  on  wages  are  usually  employed  for  a limited  period  and  paid  hourly. 
The  employees  on  wages  do  not  enjoy  any  of  the  benefits  that  salaried  employees 
enjoy  but  they  are  paid  a supplement  for  these  benefits.  The  supplement  includes 
Statutory  Holiday  pay  and  annual  leave  based  on  regular  hours  worked. 

Alberta  Union  of  Provincial  Employees  (A.U.P.E.) 

All  Transportation  employees  covered  by  the  Master  Agreement  have  to  belong  to 
the  Alberta  Union  of  Provincial  Employees.  The  membership  dues  are  1%  of  the 
annual  salary. 
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Pay  dates 

Salaried  employees  are  paid  on  the  second  last  banking  day  of  the  month  whenever 
possible.  These  employees  also  get  a mid-month  advance  which  is  paid  on  or  about 
the  15th  of  the  month  and  does  not  exceed  50%  of  the  net  monthly  salary.  There 
are  no  deductions  on  the  mid-month  advance. 

The  following  deductions  will  be  indicated  in  your  end-of-month  cheque  stub. 

Contribution  to  the  Public  Service  Pension  Plan 

Canada  Pension  Plan 

Income  Tax  (provincial  and  federal) 

A.U.P.E.  dues 
Alberta  Health  Care 
Group  Life  Insurance 
Unemployment  Insurance 

Optional  deductions  (Blue  Cross,  Canada  Savings  Bonds,  etc.) 

Employees  on  wages  are  paid  every  two  weeks  and  will  have  the  following 
deductions  on  each  pay  cheque. 

Canada  Pension  Plan 

Income  Tax  (provincial  and  federal) 

A.U.P.E.  dues 
Unemployment  insurance 
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All  the  deductions  are  detailed  on  the  stub  attached  to  the  pay  cheque.  You 
should  check  this  stub  each  time  you’re  paid  to  make  sure  that  all  the  proper 
deductions  are  made.  The  codes  on  the  cheque  stub  are  explained  on  the  reverse 
side.  If  you  don't  understand  what  or  why  you  are  being  deducted,  ask  your 
supervisor,  he  will  help  you  or  direct  you  to  someone  who  can. 

Attendance 

All  employees  must  report  their  attendance.  Your  supervisor  will  explain  how  this 
is  done  where  you  work.  If  you  can’t  show  up  for  work  and  you  have  a valid 

reason,  you  must  advise  your  supervisor  prior  to  your  normal  starting  time  or  as 

soon  as  possible  thereafter. 

Hours  of  Work 

Alberta  Transportation  field  employees  work  a 40,  38  3/4  or  36  1/4  hour  week 

depending  on  their  subsidiary  agreement.  This  time  includes  two  13  minute  rest 

periods  a day.  The  lunch  break  is  not  included  in  the  work  week;  you  eat  on  your 
own  time. 

Overtime 

For  many  Transportation  employees,  overtime  is  a fact  of  life  and  a condition  of 
employment.  Overtime  is  generally  paid  at  the  appropriate  rate  in  accordance 
with  the  collective  agreements.  All  overtime  must  be  authorized  by  the 
supervisor.  Overtime  for  salaried  staff  is  always  paid  on  the  following  month, 
check  your  pay  stub  and  make  sure  you  are  properly  paid.  It's  easier  to  trace  a 
mistake  if  you  catch  it  right  away,  it's  much  harder  if  you  wait  two  or  three 
months. 
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Change  of  Status 

Employees  should  advise  their  supervisor 
of  any  change  of  status.  These  changes 
include  marriage,  birth,  change  of 
residence,  change  of  beneficiary  etc. 
You  have  to  inform  the  department  of 
these  changes  to  make  sure  that  you  and 
your  loved  ones  receive  all  the 
protection  and  all  the  benefits  you  are 
entitled  to. 


Promotions 

When  a position  becomes  vacant  at  Alberta  Transportation,  it  is  normally  filled  by 
way  of  competition.  In  other  words,  vacant  positions  are  advertised  and  people 
are  invited  to  apply.  A selection  committee  is  formed,  applications  are  screened, 
people  are  interviewed  and  a candidate  is  selected  according  to  merit. 

Pay  increases 

Some  salaried  employees  may  be  eligible  for  a pay  raise  on  their  anniversary 
date.  In  most  cases,  the  anniversary  date  is  12  months  after  the  first  day  of 
work.  This  pay  raise  is  also  called  a merit  increase  because  it  is  tied  to  your 
satisfactory  performance.  Consult  your  subsidiary  agreement  or  ask  your 
supervisor  to  see  if  you  are  eligible. 
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People  on  wages  are  paid  the  going  rate  and  may  receive  a salary  increase  after 
12  full  months  of  service.  A change  in  wages  may  also  result  from  negotiations 
between  the  employer  and  the  union. 

About  your  equipment  . . . 

The  equipment  you  operate  doesn't  always  belong  to  your  Branch.  Most  Alberta 
Transportation  eguipment  belongs  to  the  Equipment  Branch.  The  people  in 
Equipment  Branch  are  responsible  for  the  purchase,  the  repair  and  the 
maintenance  of  all  types  of  equipment  used  by  Transportation  employees.  Your 
Branch  or  District  rents  this  equipment  from  Equipment  Branch  just  as  any  other 
contractor  might  rent  equipment  from  a firm.  When  a vehicle  is  damaged,  you 
can  expect  the  people  from  your  Branch  and  Equipment  Branch  to  investigate  the 
case;  you  can  also  expect  to  receive  instructions  and  directives  from  the 
Equipment  Branch  people  concerning  the  care  and  maintenance  of  your  equipment. 

Your  radio-telephone 

Alberta  Transportation  has  a modern  and  efficient  communications  system. 
Thanks  to  a province-wide  network  of  repeater  towers,  you  will  be  able  to  stay  in 
touch  with  your  supervisor  at  all  times.  The  radio  network  is  essential  to  your 
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work  and  you  must  apply  yourself  to 
learn  how  to  use  is  properly.  A study 
unit  has  been  prepared  for  this  purpose, 
make  sure  you  give  it  your  fullest 
attention. 


Your  personal  safety  equipment 

Alberta  Transportation  has  a very  strict  dress  code.  You  have  to  be  properly 
dressed  at  all  times  and  you  have  to  wear  the  proper  safety  equipment  required  by 
the  job.  Failure  to  do  so  is  grounds  for  discipline;  don't  forget  that  it  is  your 
responsibility  to  look  after  yourself  and  your  fellow  workers. 


The  next  study  unit  you  are  going  to  read  is  Safety.  It  has  been  prepared  by 
experienced  employees  who  have  seen  it  all.  They  will  help  you  acquire  the 
wisdom  and  the  knowledge  to  remain  healthy  and  productive  for  a long  time  at 
Alberta  Transportation. 


You  and  the  Law 

Your  best  guide  to  proper  behaviour  on  the  road  is  the  Highway  Traffic  Act. 


As  a Transportation  employee,  you  don't  have  any  special  rights  or  privileges.  You 
have  to  obey  all  traffic  laws  and  take  the  same  precautions  as  ordinary  citizens. 
Transportation  employees  have  other  responsibilities  related  to  the 
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safety  of  the  public  and  their  fellow  workers;  the  special  procedures  which  you 
have  to  observe  are  discussed  in  the  different  study  units. 

Just  remember,  you  cannot  rely  on  the  fact  that  you  are  a Transportation 
employees  to  get  special  treatment  if  you  are  stopped  for  some  sort  of  an 
infraction  to  the  Traffic  Act.  You  have  to  pay  your  own  fines  and  suffer  the 
consequences  of  your  own  actions  even  though  you  are  operating  a Transportation 
vehicle  on  Transportation  business. 

DriverX  licence 

All  Transportation  employees  who  are  expected  to  operate  vehicles  must  have  a 
valid  Alberta  operator’s  licence.  You  are  responsible  for  making  sure  that  you 
renew  your  licence  when  the  time  comes;  failure  to  renew  the  operator’s  licence 
or  to  report  the  loss  of  this  licence  is  grounds  for  disciplinary  action. 
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CODE  OF  CONDUCT  AND  ETHICS 


A code  of  conduct  and  ethics  has  been  designed  to  help  Transportation  employees 
make  sure  that  their  private  activities  don't  interfere  or  appear  to  interfere  with 
their  job.  In  other  words,  a Transportation  employee  may  not  use  his  position  with 
the  Government  of  Alberta  for  personal  gain. 

Here  are  some  points  which  are  part  of  this  code  of  conduct  and  ethics. 

Drugs  and  Alcohol 

You  must  be  fit  for  work  when  you  show  up  at  the  beginning  of  your  shift.  This 
means  that  you  have  to  control  your  use  of  intoxicants  (drugs  and  alcohol)  several 
hours  BEFORE  you  actually  have  to  report  for  work.  This  is  especially  important 
to  keep  in  mind  if  you  are  expected  to  report  for  work  on  short  notice.  Besides 
the  obvious  danger  to  life  and  limb,  the  intoxicated  employee  is  subject  to 
disciplinary  action. 

The  use  of  drugs  or  alcohol  on  the  job  is  absolutely  prohibited. 

Equipment 

Transportation  vehicles  must  be  used  for  official  business  only  and,  except  in 
special  situations,  only  government  employees  may  ride  in  or  operate  government 
vehicles. 

You  are  not  allowed  to  carry  firearms,  illegal  drugs  or  alcohol  in  your  truck. 
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Facilities 

The  various  facilities  are  for  government  business  only;  you  may  not  use  or  allow 
someone  to  use  government  facilities  for  private  business. 

Surplus  materials 

Scrap  and  surplus  materials  must  be  disposed  of  in  the  approved  manner. 
Transportation  employees  may  not  take  or  give  permission  to  take  such  materials. 

Other  employment 

You  may  hold  more  than  one  job  if  you  wish  but  you  have  to  make  sure  that  your 
sideline  doesn't  prevent  you  from  doing  your  work  at  Alberta  Transportation.  You 
also  have  to  make  sure  that  your  duties  at  Alberta  Transportation  don't  involve 
your  private  interests. 


Gifts 

You  must  be  careful  not  to  accept  gifts  or  favours  from  people  who  may  ask  you 
to  return  the  favour  by  using  your  knowledge  or  your  influence  as  a Transportation 
employee. 

Relatives 

Avoid  dealing  with  your  family  when  you  act  on  behalf  of  Alberta 
Transportation.  If  members  of  your  family  have  dealings  with  Transportation,  you 
should  disqualify  yourself  and  advise  your  supervisor. 
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Confidentiality 

As  a Transportation  employee,  you  may  learn  certain  things  which  are  of  a 
confidential  nature.  Such  conversations,  written  materials  or  radio 
communications  are  confidential  and  should  not  be  repeated  to  people  oustide  the 
Department. 

It’s  impossible  to  cover  all  situations;  the  few  items  mentioned  above  are  only 
examples.  As  a rule,  the  smart  employee  will  stay  away  from  situations  where  he 
may  appear  to  take  advantage  of  public  eguipment,  public  facilities  or  public  time 
for  personal  and  unfair  advantage. 

If  you  think  a situation  may  place  you  in  a conflict  of  interest  position,  you  should 
discuss  the  problem  with  your  supervisor. 

Official  Oath 

All  government  employees  are  expected  to  swear  an  oath  stating  that  they  will 
execute  their  duties  to  the  best  of  their  ability  and  that  they  will  not  disclose  any 
information  which  they  come  in  contact  with  as  a result  of  their  employment  with 
the  government. 

You  will  be  asked  to  swear  this  oath  when  you  are  hired.  A copy  of  the  oath  is  on 
the  next  page. 
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Form  PAO  54 


CANADA 

PROVINCE  OF  ALBERTA 

OFFICIAL  OATH 


I,  

do  swear  that  I will  execute  according  to  law  and  to  the  best  of  my  ability 
the  duties  required  of  me  as  an  employee  in  the  public  service  of  Alberta  and 
that  I will  not,  without  due  authorization,  disclose  or  make  known  any 
matter  or  thing  which  comes  to  my  knowledge  by  reason  of  my  employment 
in  the  public  service. 

SO  HELP  ME  GOD. 

(omit  if  affirmed) 


(Signature  of  Employee) 


TAKEN  and  subscribed  before  me 


at  

this  day  of 

, A.D.  19........ 


Clerk  of  Executive  Council,  or  J.P.,  N.P., 
Commissioner  for  Oaths. 


TO  BE  RETAINED  ON  THE  EMPLOYEE  PERSONAL  FILE 
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THE  DEPARTMENT'S  IMAGE 


Each  Transportation  employee  has  an  important  role  to  play  in  maintaining  and, 
when  possible,  improving  the  Department’s  image  in  the  eyes  of  the  public.  This  is 
especially  true  for  people  who  drive  the  yellow  Transportation  vehicles. 

The  yellows  (as  they  are  sometimes  called)  are  quite  easy  to  spot  and  the 
reputation  of  the  Department,  perhaps  the  whole  public  service,  rides  with  you  in 
the  yellow  truck.  If  you  goof  off,  people  will  say  that  Transportation  employees 
goof  off;  if  you  are  rude  or  drive  dangerously,  people  will  say  that  government 
employees  are  rude  and  drive  dangerously.  When  you  deal  with  the  public,  make 
sure  it  turns  out  to  be  an  encounter  of  the  good  kind. 

Here  are  some  practical  hints;  it  would  be  impossible  to  cover  all  situations,  you 
should  rely  on  your  good  common  sense.  Ask  your  supervisor  for  some  advice  if 
you  are  unsure. 

Driving  habits 

When  you  drive  around  in  your  own  vehicle,  people  don't  really  know  who  you  work 
for  but  when  you  operate  Transportation  equipment  you  become  an  advertising 
agent.  People  will  say  things  like:  "Wasn't  that  man  from  Alberta  Transportation 
nice!"  or  "Gee  that  #*%&(a)  of  a $&%  #,  from  Alberta  Transportation  was  a 
*&%  //,  wasn't  he?" 
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People  won't  know  you  by  name,  they'll  know  you  by  who  you  work  for.  The  3,200 
people  who  work  for  Transportation  are  proud  of  their  work,  don't  go  around 
making  them  look  bad. 


Which  employee  would  you  trust  to  look  after  your  vehicle? 


Don't  forget  that  the  vehicle  you  operate  is  public  property  and  that  a lot  of 
people  will  consider  sloppy  looking  equipment  as  a waste  of  taxpayer's  money; 
once  again,  the  reputation  of  the  Department  is  at  stake. 


The  condition  of  your  vehicle  reflects  the  condition  of  the  Department. 
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Private  property 

People  in  general  are  very  protective  of  their  private  property;  if  you  have  to 
work  on  or  trespass  on  other  people's  property,  make  sure  you  have  proper 
permission  to  do  so  and  that  you  do  not  damage  the  property.  If  your  work  causes 
damage,  make  sure  that  you  repair  or  that  you  make  arrangements  to  repair  the 
damage. 

In  most  situations,  your  supervisor  will  be  on  hand  to  handle  these  problems.  If, 
for  some  reason,  your  supervisor  is  not  around,  make  sure  he  knows  about  the 
problem  so  that  he  can  deal  with  it. 

On  or  off  the  job 

You  must  always  be  careful  not  to  mix  your  private  life  with  your  work.  When  you 
do  business  with  someone  you  may  not  try  to  give  the  impression  (or  allow 
someone  to  remain  under  the  impression)  that  you  are  on  Transportation  business 
when  in  fact  you  are  on  private  business. 

You  have  to  be  careful  not  to  involve  the  Department  in  situations  that  concern 
your  private  business. 

Serving  the  Public 

The  only  reason  why  there  is  a Transportation  Department  is  because  it  serves  the 
public  in  a necessary  role.  The  day  this  service  is  no  longer  required,  the 
department  stops  existing;  it  is  also  true  for  your  job,  the  day  you  stop  serving  the 
public,  your  job  no  longer  has  a reason  to  exist. 
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This  places  you  in  the  position  of  having  to  serve  the  public  and  satisfy  your 
employer.  There  are  all  kinds  of  public  education  campaigns  and  programs  to  help 
you  in  dealing  with  the  public  but  you  have  to  remember  that  you  are  the  front 
line  worker;  the  public  sees  the  department  as  it  sees  you. 
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FORMS 

It's  impossible  to  escape  it!  Sooner  or  later,  you'll  have  to  sit  down  and  fill  out 
forms.  There  are  certain  forms  which  have  to  be  filled  daily,  some  forms  have  to 
be  filled  monthly  and  others  you  may  see  only  once  in  your  career.  Whatever  the 
form,  you  can  be  sure  that  it  serves  an  important  function  like  making  sure  that 
supplies  are  restocked  as  they  are  used  or  that  you  enjoy  all  the  benefits  you  are 
entitled  to  or,  better  still,  that  you  are  paid  at  the  end  of  the  month. 

You  are  usually  flooded  with  papers  in  your  first  day  at  work.  The  forms  are  not 
the  same  for  employees  on  wages  and  for  salaried  employees. 

Salaried  employees 

If  you  have  been  hired  as  a salaried  employee  (sometimes  called  a permanent 
employee)  these  are  the  forms  you  will  have  to  fill  and  sign. 

TD1  - Income  tax  declaration  indicating  your  dependants.  This 

will  determine  how  much  money  will  be  deducted  for 
income  tax. 

Pension  form  - Even  employees  on  probation  enjoy  the  benefits  of  a 

pension  fund.  You  have  to  sign  a Designation  of 
Beneficiary  form  indicating  to  whom  your  pension  money 
goes  in  the  event  of  your  death. 
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Group  insurance  - You  have  to  fill  an  application  form  indicating  what  kind 

of  coverage  you  want  and  who  your  beneficiary  is. 

Oath  - See  Official  oath  on  page  28. 

Health  Care  - This  form  enables  you  to  register  for  the  Alberta  Health 

Care  plan.  You  must  also  register  your  dependants  to 
make  sure  they  are  covered  by  the  plan. 

Blue  Cross  - The  Blue  Cross  plan  is  optional,  you  don't  have  to  belong 

to  it  but  the  advantages  are  quite  interesting,  especially 
for  the  family  person. 

Consent  Form  - For  some  positions  you  have  to  supply  a driver's  abstract 

or  authorize  the  employer  to  obtain  it. 

Salaried  employees  have  to  hand  in  a Monthly  Attendance  sheet.  This  sheet 
indicates  how  many  hours  the  employee  has  worked  in  the  month  and  the  reason(s) 
for  his  absence(s).  This  Attendance  report  is  quite  important  as  it  enables  the 
payroll  people  to  pay  you  and  to  make  sure  your  overtime  and  your  days  off  are 
properly  recorded. 

In  most  cases,  the  monthly  attendance  report  is  filled  out  by  the  timekeeper  from 
information  supplied  by  yourself  and  all  you  have  to  do  is  sign  it.  Make  sure  you 
are  familiar  with  the  form,  you  have  to  know  what  it  says  because  when  you  sign 
it  you  become  responsible  for  its  contents. 
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Wages 

Employees  on  wages  have  to  fill  an  application  form,  a consent  form  for  the 
driver's  abstract,  a Commencement  of  Employment  form  and  a TD1  which  is  used 
by  people  in  payroll  to  calculate  the  salary  and  the  deductions.  They  also  have  to 
swear  the  official  oath.  There  are  no  other  forms  to  be  filled  because  employees 
on  wages  do  not  participate  in  any  of  the  plans.  These  employees  receive  a 
supplement  on  their  paycheque. 

Employees  on  wages  also  have  to  fill  a time  sheet  which  is  called  a Time 
Certificate.  This  certificate  keeps  track  of  regular  and  overtime  hours  worked. 
Contrary  to  the  monthly  attendance  sheet,  the  Time  Certificate  has  to  be  handed 
in  every  two  weeks  (pay  periods  usually  run  from  Wednesday  to  Wednesday). 


1-83-9 


- 38  - 


CAREER  DEVELOPMENT 


At  Alberta  Transportation,  we  believe  that  a well  trained  employee  is  a happier 
employee.  In  other  words,  if  you  know  what  you  are  doing  and  what  you  are 
supposed  to  do,  you  are  less  likely  to  screw  up. 

Keeping  this  in  mind,  the  Department  has  made  several  training  opportunities 
available  to  you.  You  are  expected  to  manage  your  own  training  but  there  is 
plenty  of  help  available. 

The  Operations  Training  Program 

The  first  training  program  you  will  come  in  contact  with  is  the  Operations 
Training  Program;  in  fact,  this  manual  is  part  of  it. 

The  Operations  Training  Program  is  made  up  of  STUDY  UNITS.  Each  study  unit  is 
designed  to  help  you  acquire  the  knowledge  and  the  skills  necessary  to  become 
certified  in  a special  skill. 

For  instance,  there  is  a study  unit  for  plowing  and  sanding,  one  for  grader 
operations  and  one  for  loader  operations;  in  fact,  there  is  a study  unit  for  each  job 
that  you  are  expected  to  perform. 
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ALL  Alberta  Transportation  employees  who  operate  departmental  vehicles  have  to 
qualify  in  the  first  four  study  units. 

The  four  compulsory  study  units  are: 

Orientation  (this  manual) 

Safety 

Radio  Communications 
Truck  Part  I 

As  you  can  see  by  the  titles,  these  four  units  are  quite  practical;  they  talk  about 
things  which  are  important  to  you  every  minute  of  every  day  on  the  job. 

After  completing  your  training  in  the  first  four  study  units,  you  will  have  to  train 
in  specialized  areas  which  are  directly  related  to  your  job.  The  training  for  bridge 
crews  will  obviously  be  different  from  the  training  for  maintenance  crews. 

Each  study  unit  is  made  up  of: 

--  a student's  manual  which  gives  you  all  the  information  about  what  you  MUST 
KNOW  to  become  qualified; 

— a series  of  exercise  questions  which  help  you  prepare  for  the  knowledge  test; 

— a knowledge  test  to  check  if  you  have  the  knowledge; 

— a checklist  to  spell  out  what  you  MUST  DO  in  order  to  become  qualified; 

--  a practical  test  to  check  on  your  skills. 
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You  have  to  pass  both  the  practical  and  the  knowledge  portion  of  a study  unit 
before  you  can  be  allowed  to  operate  a piece  of  equipment  on  your  own  and 
without  close  supervision. 

You  are  invited  and  encouraged  to  take  as  many  units  as  you  may  be  able  to  use  on 
your  job.  Time  permitting,  you  may  obtain  permission  to  train  in  other  areas  in 
order  to  acquire  new  skills  and  increase  your  chances  of  advancement. 

Your  supervisor  has  all  the  details  concerning  this  training  program;  it's  a real 
winner.  You  learn  new  things  and  you  grow  within  the  department  while  earning  a 
living. 


1-85-9 


- 41  - 


ORIENTATION 
Exercise  Questions 

Instructions 

The  following  exercise  questions  have  been  prepared  to  help  you  study 
Orientation.  Read  the  questions  carefully  and  select  the  best  answer.  After  you 
have  decided  which  answer  is  the  best  one,  check  with  the  exercise  question 
correction  key  at  the  back  of  this  manual. 

If  you  make  a mistake  or  get  a wrong  answer,  go  back  to  the  study  materials  and 
review  the  information.  You  will  pass  the  test  if  you  know  the  answers  to  the 
exercise  questions. 

You  are  given  four  choices  for  each  question.  You  have  to  select  the  BEST 
answer.  Some  answers  may  appear  to  be  correct,  others  will  be  correct  under 
special  conditions  but  the  right  answer  is  the  one  which  applies  all  the  time.  Here 
is  an  example: 

1.  District  Transportation  Engineers  report  directly  to . 

a)  the  Minister 

b)  the  Assistant  Deputy  Minister 

c)  the  Regional  Director 

d)  the  Equipment  Supervisor 

There  may  be  situations  when  A or  B are  true  but  you  know  that  C is  the  correct 
answer  because  it  applies  all  the  time. 
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1.  The  province  of  Alberta  is  divided  into . 

a)  6 districts 

b)  6 regions  and  12  districts 

c)  6 regions  and  15  districts 

d)  13  regional  areas 

2.  Each  region  is  administered  by . 

a)  a Regional  Transportation  Engineer 

b)  a District  Transportation  Engineer 

c)  a Regional  Director 

d)  a Regional  Supervisor 

3.  Maintenance  beats  are . 

a)  special  billing  numbers  for  overtime 

b)  areas  covered  by  a maintenance  crew 

c)  the  same  thing  as  rotating  shifts 

d)  areas  where  counties  or  municipal  jurisdictions  take  over  the 
maintenance 

4.  Employees  on  wages  do  not  receive  all  the  benefits  salaried  employees  do, 

but  they . 

a)  are  given  a percentage  (%)  over  and  above  their  pay  for  holidays  and 
annual  leave 

b)  are  given  time  off  to  make  up  for  annual  leave 

c)  can  apply  for  these  benefits 

d)  become  eligible  after  12  months  of  service 
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3.  Probation  is  a period  when . 

a)  temporary  employees  have  to  work  as  apprentices 

b)  an  employee  is  on  wages  and  doesn't  have  any  benefits 

c)  the  employee  works  part  time  to  learn  the  job 

d)  the  employee's  performance  is  evaluated  to  see  if  he  is  suited  for  the 
job 

6.  There  is  a pay  cheque  for  all  salaried  employees  at  the  end  of  the  month 

but . 

a)  wage  employees  have  to  ask  for  a mid  month  advance  if  they  want  one 

b)  they  get  a mid  month  advance 

c)  a mid  month  advance  will  be  given  in  extreme  cases  when  needed 

d)  you  can  get  paid  in  cash  if  you  want  to 

7.  You  can  tell  exactly  what  they  are  paid  for  and  what  is  deducted  from  your 

pay  because . 

a)  a cheque  stub  is  attached  to  your  cheque  and  everything  is  listed  on  it 

b)  this  information  is  printed  on  the  back  of  the  cheque 

c)  everybody  has  the  same  deductions 

d)  it's  all  detailed  on  the  mid-month  cheque 

8.  If  you  want  to  change  jobs  within  the  department  you  have  to . 

a)  obtain  your  Regional  Director's  permission 

b)  have  at  least  five  years  of  experience  in  your  present  job 

c)  enter  the  competition  like  anyone  else 

d)  contact  the  supervisor  advertising  the  position 
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9.  Pay  increases  are  also  called  merit  increases  because . 

a)  they  are  automatic  after  a year 

b)  they  come  as  a result  of  people  doing  their  work  well  enough  to  avoid 
problems 

c)  they  depend  on  your  driving  record 

d)  they  are  given  only  if  your  performance  is  satisfactory 


10.  The  equipment  you  work  with . 

a)  belongs  to  the  district 

b)  belongs  to  Equipment  Branch 

c)  belongs  to  Supply  and  Services 

d)  is  owned  by  each  Region  and  maintained  by  the  districts 


11.  The  personal  safety  equipment  is  supplied  for  your  protection 

a)  and  the  use  of  it  is  up  to  each  individual's  judgement 

b)  and  you  could  be  disciplined  for  not  using  it 

c)  but  you  have  to  replace  it  when  it  wears  out 

d)  but  you  have  to  pay  a deposit  in  order  to  get  it 


12.  The  Traffic  Act  which  applies  to  the  ordinary  citizen  on  the 
highway . 

a)  applies  to  Transportation  employees  only  when  they  operate  their  own 
private  vehicles 

b)  does  not  apply  in  cases  of  emergency  or  in  bad  visibility  conditions 
when  you  are  working  on  the  road 

c)  applies  all  the  time  to  all  Transportation  employees 

d)  will  be  bent  to  accommodate  special  situations  when  you  are  operating 
Transportation  equipment 
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13.  The  code  of  conduct  and  ethics  has  been  designed  to . 

a)  make  sure  the  employee  doesn't  do  anything  wrong  which  would  make 
the  Department  look  bad  in  the  eyes  of  the  public 

b)  help  the  employee  avoid  situations  where  he  would  be  taking  unfair 
advantage  of  his  position  as  a Transportation  employee 

c)  make  sure  the  employee  knows  how  to  handle  the  public 

d)  help  the  supervisor  run  his  department  in  all  fairness  to  his  employees 

14.  A Transportation  employee  may  hold  a side  job  but  . 

a)  it  has  to  pay  less  than  his  job  with  Transportation 

b)  he  has  to  obtain  the  Regional  Director's  permission 

c)  only  if  it  is  for  a trade  or  a skill  which  Transportation  never  uses 

d)  it  must  not  interfere  with  his  employment  with  Transportation 

15.  People  who  operate  Transportation  equipment  have  a special  responsibility 

when  it  comes  to  the  Department’s  public  image  because . 

a)  the  equipment  is  very  expensive 

b)  people  judge  the  Department  by  the  way  the  operators  behave  while 
operating  Transportation  equipment 

c)  they  are  expected  to  work  on  days  off  to  make  the  Department  look 
good 

d)  all  employees  carry  a badge  which  identifies  who  they  work  for 

16.  All  employees  have  to  report  on  their  activities  by . 

a)  filling  a time  certificate  weekly 

b)  sending  in  a time  certificate  every  two  weeks  (wages)  or  every  month 
(salaried) 

c)  making  sure  their  punch  cards  are  up  to  date 

d)  advising  their  supervisor  of  overtime  worked 
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17.  All  Alberta  Transportation  Employees  who  operate  equipment  are  expected 

to  train  and  qualify  in . 

a)  The  Orientation  and  the  Safety  study  units 

b)  The  Orientation,  the  Safety  and  Trucks  study  units 

c)  in  the  first  four  study  units  which  are  compulsory 

d)  in  all  the  study  units  which  have  been  developed 

18.  In  order  to  pass  a study  unit  you  have  to . 

a)  pass  the  technical  test 

b)  pass  the  knowledge  part  of  the  study  unit 

c)  pass  all  tests  on  the  first  attempt 

d)  succeed  in  both  the  practical  and  the  knowledge  aspect  of  the  unit 

19.  The  exercise  questions  in  this  and  other  study  units  have  been 

designed . 

a)  to  test  your  knowledge 

b)  to  see  if  the  employees  have  the  right  attitude 

c)  to  help  the  employee  who  has  no  experience 

d)  to  help  you  study  and  prepare  for  the  knowledge  test 

20.  Overtime  for  salaried  staff  employees  is  paid . 

a)  every  week 

b)  at  the  end  of  each  six  week  period 

c)  on  the  next  month's  paycheque 

d)  only  if  it  exceeds  five  hours 
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Correction  Key 
for 

the  exercise  questions 


1-  c 

9-  D 

17-  C 

2-  C 

10-  B 

18-  D 

3-  B 

11-  B 

19-  D 

4-  A 

12-  C 

20-  C 

5-  D 

13-  B 

6-  B 

14-  D 

7-  A 

15-  B 

8-  C 

16-  B 
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This  material  was  prepared  by  Alberta  Transportation  for  the  exclusive  use  of  its 
employees.  For  further  copy wright  information,  please  contact: 

Alberta  Transportation;  Personnel  Branch;  Organization  Development  Section; 

2nd  Floor,  Twin  Atria  Building;  4999  - 98  Avenue;  Edmonton,  Alberta;  T6B  2X3 


